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1. Logon to FLM Launchpad:

URI: http://bsptclsapdel.bsptcl.local:8000/sap/bc/ui2/flp2sap-client=110

Give the user id and password

Bihar State Power Transmission Company Ltd.
(A Government of Bihar Undertaking)

FLM LAUNCHPAD

User yash_fim

Password e

Log On

w Copyright @ BSPTCL 2019. All rights reserved.
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2. Click on FLM tile

. FilLife Cyce
| Management(File)
| Fie ey

File creation process.

File Life Cycle
Management(Daak)
Daak Intray

&0

Daak Ext
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3. Create new file

a ¢ b @ SAP Fil Lifecycle Management Q0
FLM WorkCenter @
2 /N2 0 P
- NURORENCRORS
o U / NN
Intray Draft Cabinet ~ Substitute Shared Sent Tracked
Search Q =
Status ~ Name DueDate  RespondBy Priority Activity Createdby  Type ReceivedD... Received Time

Establishment file/FO0LHR

@ BSPTCUHead QuarterPainalkR & 14082019 - Low Iniiztor YASH M Filecreston  07.082019  (07.38:14 )
ADMEstablishment file/22/2019
EStimation

@ BSPTCLHead Quarter/PainaProject - 08082018 - Low Initator YASHFLM  Filecreation 01082019 13585 )
1/Estimation/21/2019
test of role. Aoproval

@ 08219 - Heh PO SHANG Lt 20208 (L8
Letter/26fest o hr onlyiMD Cell SportslPatnal2019 Authorty
yes

E 02082019 - Low [nformation ~ YASH_FLM3  Memo 2002019 14010 )

Memol5yesiMD CellSports/Patna/2019

Purchase of Transformers

Clickron Filevizor YASH FIM  Fillecestion  18.07.2019 104511

[ Create Q Search

6|Page



Project - SUGAM
FLM User Manual

File Lifecycle Management

4. Click on file hierarchy

Select file type

i |Search

Choose type of
Hierrarchy

I BSPTCLHQ

I BSPTCLPLANTS

Select file type

Search

MPeEL Choose the
DIR(PROJ) CELL Department for
File creation

type

DIR(OPE) CELL

PROJECT-1

PROJECT-2

PLANNING & ENGG

OPER & MAINTENANCE

CRITL

STF
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5. Choose dttribute values for file creation:

2 < & @ SAP File Lifecycle Management . Q @
< Create File
*File No. Company Office Location Subject File No Year
BSPTCL /| Head Quarter / | Patna /| Estimation / /| 2019
Overview Description o
Load Description Template o
Type: | FILE CREATION
B 7 VU S |\Verdana 11pt
Created On: | Sun Oct 13 2019, 12:08:17 Z E ==
Created By: = YASH_FLM
Due Date: | 18 Oct 2019 =]
Priority: | Urgent ~ Click Save
Subject: | Estimation Sheet

1. Give the required details manually or by drop down for the required file creation for estimation
process.

2. After providing the required details save the screen.

6. Give the required noting if required:

8|Page
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SAP File Lifecycle Management -

'Y Create File

Note Click Post 2 ™ Documents
B 7 U S veres ot References (0)
= === e Currents (0)
File approval further level. |

Private To ~ || Enter Name P | | &) Post | | ) Clear
No data
2 001 YASH_FLM 11.09.2019 15:26:34 _

Please find the attached document...
53

7. Attach the required documents in the attachment session:

2 001 YASH_FLM 11.09.2019 15:26:34 -
Please find the attached document... & Office Order/3/venkat/HR and Admin/Marketing/Patna/2019
53 Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:28:40
s

Subject - Venkat test workflow 26.04.2019 ; Document Type - File
& 54
Uploaded By - YASH_FLM ; Uploaded On - 11.09.201% 15:19:08

Document Type - Correspondence

E‘SS

Uploaded By -

|_FLM2 ; Uploaded On - 11.09.2019 15:46:20

Document Type - Corr

Document no 53

generated
Currents (0)

8. Give the required Workflow user id : Or Workflow template

9|Page
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S G AP SAP File Lifecycle Management Q
{ Create File

Add New Workflow | i Delete

Processors Activity Start Date End Date
‘i"g"r’ASH_FLMl Being Processed

VS YASH_FLM2 Final Signature Click send and

‘i’é’\f’ASH_FLM For Records send file.

1. Click on send the file will go to the next user for validation.

9. Logon to FLM Launchpad: First level approver

Give the user id and password

Bihar State Power Transmission Company Ltd.
(A Government of Bihar Undertaking)

FLM LAUNCHPAD

User yash_flm1

Password e
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10. Check the basic information of file:

BSPTCL/Head Quarter/Patna/O&M/PM/23/2019

File creation

Basic Information ~ Notes & Correspondence  Workflow  Attribute History

Overview

Status

Details

SAP File Lifecycle Management «

Track: m

Very High

Created by Check the basic Priority: | Very High
Created on information of file.
Last Changed By, Due Date: ~ 18.09.2019 B
Activity: --
Subject: ESTIMATE
11. Comments View and AHtachments :

(% 002 YASH_FLM1 11.09.2019 15:39:55 -

attached 2 version

2 00 YASH_FLM 11.09.2019 15:26:34 |

This is an area where the file processing should
enter their remarks/comments and post into FLM

MM |Page

ih

iy

i

16:03:32
Document Type - Correspondence

Office Order/3fvenkat/HR and Admin/Marketing/Patna/2019
Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:28:40

Subject - Venkat test workflow 26.04.2019 ; Document Type - File

54
Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:19:08

Document Type - Correspondence

Uploaded By ; Uploaded On - 11.09.2019 15:46:20
Aftach the new version

“'of Estimated sheet.

Document Type - Correspo)
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12. Another FLM file/Letter attachment.

12| Page

If you know the file number,
directly you can enter or
past here

Or you can search the file through
advanced search
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13. Add Workflow Users in hierarchy :

BSPTCL/Head Quarter/Patna/O&M/PM/23/2019 -

File creation Very High

Basic Information  Notes & Correspondence Attribute History

After Selecting
Workflow, save the
file and click on

This are called workflow
activities and are generally

Click on

selection
Pracessors workflow and Activity used. Start Date
i add
V& YASH_FLML processors in Approval Authorty 11092019 153121 11.§9.2019 12:11:52
sequence
V& YASH_FLM2 Approval Authorty 11,09.2019 154153 11092019 12:1852
\i,g“YASH_FLMB Final Signature 11.09.2019 15:48:53 11.09.2019 12:26:18
\i,g“YASH_FLM Initiator 11.09.2019 15:56:19 19.09.2019 12:18:16

14. Logon into Approver user id for Second level approval.

Bihar State Power Transmission Company Ltd.
(A Government of Bihar Undertaking)

FLM LAUNCHPAD

User yash_fim2

Password e

Log On
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15. Choose the tile

<aAD 4 Home
FLM
| Fhelitecycte
| Management (FLM)
i Click on FLM file tile
|
| Office Intray |
16. Choose file from In-Tray
FLM WorkCenter
: r/ \D f/ g t/r . //Q\Q\\\D f/ ()\ f/ 2
([]]) |\@| ‘\':E‘ Lay) |\L| |\*|
NN AN AN AN AN
Cabinet Substitute Shared Sent Tracked
Search Q=
Status Due Date Respond By  Priority Activity Createdby  Type Received ...  Received Ti...
ESTIMATElick on incoming Approval
@ fi 18.09.2019 Very High . YASH_FLM  Filecreation  19.09.2019  13:54:47 b
B{PTCLHead Quartel FatnalOBMPM/231201 Authority
testl Approval frun
@ 26092019  20.09.2019  Low . BSPTCL_HQ  Letter 19.09.2019  11:49:52 >
Letter/L/134/Project - 1/Marketing/Patna/2019 Authority B

14| Page
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17. See basic description:

BSPTCL/Head Quarter/Patna/O&M/PM/23/2019

File creation

Notes & Comespondence ~ Workflow  Attribute History

Scroll down to see base
information details

Status: In Process

oy: YASH_FLM

Created on: 11.09.2019 15:14:03

anged By: BSPTCL_HQ_SE
Activity: Approval Authority
Subject: ESTIMATE

Last

Approval Authority

Very High
Track
Priority: | Very High v
Due Date: | 18.09.2019 B

&) Move To Cabinet ‘.))) Send ‘ + Add Initiator

S Print (5] Save

18. Notes & Documents area

14 Details
o
(% 003 YASH_FLM2 11.09.2019 15:48:32

attached 3 rd version of document...

3.53
[ 002 YASH_FLM1 11.09.2019 15:39:55 ] &
[ 001 YASH_FLM ]

o
In this area, you have to enter

your remarks and can check
reference attachments

65

Uploaded By - Arun BSPTCL_HQ_EE ; Uploaded On - 19.09.2019
16:03:32
Document Type - Correspondence

Office Order/3/venkat/HR and Admin/Marketing/Patna/2019
Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:28:40

Subject - Venkat test workflow 26.04.2019 ; Document Type - File

54
Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:19:08

Document Type - Correspondence

Scroll@oggn to see reference
attachments

Uploaded By - YASH_FLM2 ; Uplogded On - 11.09.2019 15:46:20

15|Page
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19. Click on workflow area to see workflow participants.

Basic Information Notes & Correspondence Attribute History

Processors

&7 YASH_FLM1
& YASH_FLM2
& YASH_FLM3

2 YASH_FLM

Activity

Approval Authority
Approval Authority
Final Signature

Initiator

In this areq, you can see workflow participants. ]

20. File processed by all user and sending to file user.

Basic Information ~ Notes & Correspondence Attribute History

Processors
W YASH_FLML
W YASH_FLI?
W/ YASH_FLI3

W/ YASH_FLM

16 |Page

Activity

Anproval Authority
Approval Authority
Fingl Signature

Initiator

Start Date

11.09.2019 15:31:21

11.09.2019 15:41:53

11.09.2019 15:48:53

11.09.2019 15:56:19

Start Date

1092019153121

11.09.2019 154153

ADAVIUUN [WUl) U} D1} DY}

puas o} uounﬂﬁmﬂﬂ%aﬁﬁa

End Date

11.09.2019 12:11:52
11.09.2019 12:18:52
11.09.2019 12:26:18

19.09.2019 12:18:16

End Date

1092019121152

11.09.201912.18:32

11.09.201912.26:18

19.09.201912:18.16
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21. Attributes History

BSPTCL/Head Quarter/Patna/O&M/PM/23/2019 -

Very High

File creation

Here, you can see attributes
history and its log

Basic Information Notes & Correspondence Workflow Artrlbule i:!\sﬂo_ry

Attribute Name Medified By Modified Date Modified Time New Value Old Value
PRIORITY YASH_FI1 19. 16:20:09 Very High High
PRIORITY Arun BSPTCL_HQ_EE 19.09.2019 16:01:03 High Low
PRIORITY YASH_FLM 11.09.2019 15:14:04 Low o

5 Print ‘ > Send ‘

22. Send file to final user.

Click on Okay to send file

{2 Confirmation user

Do you want to send this file to next approver for processing?

¢ Cancel

17| Page
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23. Print Preview of afile:

2 < @ @ SAP File Lifecycle Management ~ Q @

< Details

Created on: U/.UB.2ZULY 10:52:15

Last Changed By: YASH_FLM Due Date: | 14.08.2019 ]

Initiator
Establishment file/FO01/HR

Description -

M/s GE T&D India Ltd, vide letter placed at C-side have requestsd for adoption of GTF & drawing control and relay pansl of make M/s M/s GE T&GD India Lid, for GSS Bihta [new] against NIT
62/PR/BSPTCL/2013 as per previous approval against NIT No.- 61/PR/BSPTCL/2015 .

In view of above fle may be sent to CRITL wing for examination and necessary on approval for adoption of dlready t NIT.

But up for kind perusal and further nesdful

Click this nothings for print
preview
File Attributes

Process
Click on Okay to send file

Process: Description (HTML) user

Notings (HTML) .

Description & Notings (HTML)

© print [§ Save ) Move To Cabinet [ % Send | [SENAGAInRawM | 2

24. After approval of file send to initiator:

2 < & @ SAP File Lifecycle Management a ®
FLM WorkCenter {§}
O 0eE &6 0 ®
N N NG N N NG

Intray Draft Cabinet Substitute Shared Sent Tracked
Search Q =
Status Name Due Date Respond By  Priority Activity Created by Type Received D... Received Time
ESTIMATE A L
8 18.09.2019 - Very High pprova YASH_FLM  Filecreaion  19.09.2019  13:54:47 >
BSPTCL/Head Quarter/Patna/O&M/PM/23/2019 Authority
testl Approval Arun
26.09.2019 20.09.2019 Low BSPTCL_HQ_  Letter 19.09.2019 11:49:52 p
Letter/L/134/Project - 1/Marketing/Patna/2019 Authority -

1. After approval of File from all stages file send to initiator.
2. File send to initiator for storage purpose.

18| Page
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3. If the same file want to move to other departments we can send by adding the users in workflow
column.

25. Approved file sending to other approver for further processing:

1. Approval Processing of Comparison sheet.

& < & @ SAP File Lifecycle Management ~~ aQa @
< Details
% 004 BSPTCL_HQ_AE 19.09.2019 15:57:18 - .
5 65
please find the attached quation comparsion sheet Uploaded By - Arun BSPTCL_HO_EE : Uploadsd Gn - 19.09.2019
18 16:03:32

Document Type - Correspondence
(%) 003 YASH_FLM2 11.09.2019 15:48:32

) 002 YASH_FLM1 11.09.2019 15:39:55 [m] & Office Order/3/venkat/HR and Admin/Marketing/Patna/2019

= Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:28:40
<) 001 YASH_FLM 11.09.2019 15:26:34 a

Subject - Venkat test workflow 26.04.2019 ; Document Type - File

1. Attached the comparison sheet in documents session.
2. Added comparison sheet to nothing.
3. Now file will go for further processing.

26. Click on workflow area to see workflow participants.

1. Added the workflow users.
2. File will go to the other departments also.
3. Check the workflow user processing list and click on send.
[ =) v uu W AL A s TS ALl D S L Y A R
{ Details

Processors Activity Start Date End Date
W&/BSPTCL_HQ_AE Approval Authority 19.09.2019 15:48:18 19.09.201912:28:28
\i,g"Arun BSPTCL_HQ_EE Appraval Authority 19.09.2019 12:58:29 19.09.201912:37:12
W&BSPTCL_HQ_SE Approval Authority 19.09.2019 16:07:14 19.09.2019 12:41:52
W&BSPTCL_HQ_CE Approval Authority 19.09.2019 16:11:53 19.09.2019 12:48:10
W YASH_FI1 Approval Authority 19.09.2019 16:18:11 19.09.2019 12:57:05
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27. Logon to FLM Launchpad: First level approver for Comparison sheet.

Give user id and password

Bihar State Power Transmission Company Ltd.

(A Government of Bihar Undertaking)

FLM LAUNCHPAD

User BSPTCI_HQ_EE

Password ~ sssssees ]

Log On

28. Choose file from In-Tray

8 < & @ SAP File Lifecycle Management

FLM WorkCenter

e I e R e N
| | | | { | { IQ\g | { f) ] | |
@ g @& & & &) &)

Intray Draft Cabinet Substitute Shared Sent Tracked
Search
Status Name Due Date Respond By  Priority
ESTIMATE
8 18.09.2019 - Very High
BSPTCL/Head Quarter/Patna/O&M/PM/23/2019

testl
@ 26.09.2019 20.09.2019 Low
Letter/1/134/Project - 1/Marketing/Patna/2019

20| Page

Activity

Approval
Authority

Approval
Authority

a @
Q
Created by Type Received D... Received Time
YASH_FLM File creation 19.09.2019 13:54:47
Arun
BSPTCL_HQ_  Letter 19.09.2019 11:49:52
EE

<l
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29. Add the Nothings documents:
1. Aftach the updated comparison documents as a new version.
2. Add the attachment to noting's area and write comment.
3. Click the desired workflow
4. Click on send.
{ Detals
% Q05 Ann BSPTCL_HQ_EE 1909018 60523 = Dot e - Crespondence
Attached the newversion of Quation comparision n R
E' (3]
L8
Uploaded By - Arun BSPTCL_HQ_EE; Uploaded On - 19.09.2019
) 004 BSPTCL_HQ_AE 19092019 155718 i 5%
Document Type - Correspondence
[ (03 YASH_FLM2 10,09.2019 15:48:32 0

30. Logon to FLM Launchpad: Second level approver for Comparison sheet.

Give user id and password

Bihar State Power Transmission Company Ltd.
(A Government of Bihar Undertaking)

FLM LAUNCHPAD

User BSPTCI_HQ_SE

Password

21|Page
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31. Choose file from In-Tray:
8 < & @ SAP File Lifecycle Management ~- Qa @
FLM WorkCenter
2 0 N0 N0 N0 - N2
O 0w @ ® @ x
N N S N N
Intray Draft Cabinet Substitute Shared Sent Tracked
Search Q
Status Name Due Date Respond By  Priority Activity Created by Type Received D... Received Time
ESTIMATE Approval
@ 18.09.2019 - Very High ) YASH_FLM File creation ~ 19.09.2019  13:54:47
BSPTCL/Head Quarter/Patna/O&M/IPM/23/2019 Authority
Arun
testl
8 “ 26.09.2019 20092019  Low Approval BSPTCL_HO_  Letter 19.09.2019  11:43:52
Letter/1/134/Project - UMarketing/Patna/2019 Authority

EE

32. Add the Nothings documents:

1. Aftach the new updated comparison documents as a new version.
2. Add the aftachment to noting’s area and write comment.
3. Click the desired workflow
4. Click on send file will move to the next level approver.
=66
'8y 006 BSPTCL_HQ_SE 19.09.2019 16:10:22 ' Uploaded By - YASH_FI1 ; Uploaded On - 19.09.2019 16:24:07
approvedd Document Type - Correspondence
& 65
[ 005 Arun BSPTCL_HQ_EE 19.09.2019 16:05:23 =
Uploaded By - Arun BSPTCL_HQ_EE ; Uploaded On - 19.09.2019
Attached the newversion of Quation comparision 16:03:32
265 Document Type - Correspondence
&) 004 BSPTCL_HQ_AE 19.09.2019 15:57:18 = [I, :
= Office Order/3/venkat/HR and Admin/Marketing/Patna/2019
please find the attached quation comparsion sheet Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:28:40
L&

Subject - Venkat test workflow 26.04.2019 ; Document Type - File

22| Page
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33. Click on workflow area to see workflow participants.

1. Please check the desired workflow users
2. lIf required you can add the other departments user id or delete the user ids.
3. Finally file will send to the Finance team for further approval .

< Details

Basic Information MNotes & Correspondence Workflows Attribute History

Processors Activity Start Date End Date
2 YASH_FLM1 Approval Authority 11.09.2019 15:31:21 11.09.2019 12:11:52
& YASH_FLM2 Approval Authority 11.09.2019 15:41:53 11.09.2019 12:18:52
27 YASH_FLM3 Final Signature 11.09.2019 15:48:53 11.09.2019 12:26:18
\i,g/VASHiFLM Initiator 11.09.2019 15:56:19 19.09.2019 12:18:16
@& BSPTCL_HQ_AE Approval Authority 19.09.2019 15:48:18 19.09.2019 12:28:28
@& Arun BSPTCL_HQ_EE Approval Authority 19.09.2019 15:58:29 19.09.2019 12:37:12
J&'BSPTCL_HQ_SE Approval Authority 19.09.2019 16:07:14 19.09.2019 12:41:52
@& BSPTCL_HQ_CE Approval Authority 19.09.2019 16:11:53 19.09.2019 12:48:10
27 YASH_FI1 Approval Authority 19.09.2019 16:18:11 19.09.2019 12:57:05

34. Logon to FLM Launchpad: Fourth level approver for Comparison sheet.

Give user id and password

Bihar State Power Transmission Company Ltd.
(A Government of Bihar Undertaking)

FLM LAUNCHPAD

User yash_Fi1

Password emeened]

Log On

35. Choose file from In-Tray:
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File Lifecycle Management
& < & @ SAP File Lifecycle Management «. Q @
FLM WorkCenter
O T ® & ® ®
L
=/ =S & T N
Intray Draft Cabinet Substitute Shared Sent Tracked
Search [o—
Status Name Due Date Respond By  Priority Activity Created by Type Received D... Received Time
ESTIMATE A L
@ 18.09.2018 - Very High pprova YASH_FLM  File creation  19.09.2019  13:54:47 5
BSPTCL/Head Quarter/Patna/O&M/PM/23/2019 Authority
Arun
testl
@ 26092019 20092019  Low Approval BSPTCL HQ_  Letter 19092019 11:49:52
Letter/1/134/Project - 1/Marketing/Patna/2019 Authority EE

36. Add the Nothings documents:

Check the all attachments and approve the same.
Add the attachment to noting’'s area and write comment.
Click the desired workflow

NN

Click on send file will move to the initiator for storing or records..

< Details
Document Type - Carrespondence
) 008 YASH_FI1 19.09.2013 16:26:41 -
Approved and changes has been made. FIL [
=l 66
Uploaded By - YASH_FI1 ; Uploaded On - 19.09.2019 16:24:07
© 007 BSPTCL_HQ_CE 19.09.2019 16:16:00 a Document Type - Correspondence
© 006 BSPTCL_HQ_SE 19.09.2019 16:10:22 a Add To Noting A ew Ve
[
) 005 Arun BSPTCL_HQ_EE 19.09.2019 16:05:23 a L
Uploaded By - Arun BSPTCL_HQ_EE ; Uploaded On - 19.09.2019
(2 004 BSPTCL_HQ_AE 19.09.2019 15:57:18 16:03:32

Document Type - Correspondence

) 003 YASH_FLM2 11.09.2019 15:48:32 m]

) 002 YASH_FLM1 11.09.2019 15:39:55 *

- = = & Office Order/3/venkat/HR and Admin/Marketing/Patna/2019

© 001 YASH_FLM 11.09.2019 15:26:34 [m] Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:28:40

Subject - Venkat test workflow 26.04.2019 ; Document Type - File
& 54
Uploaded By - YASH_FLM ; Uploaded On - 11.09.2019 15:19:08

Document Tyne - Corresnondence

37. After approval of file send to initiator:
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28 < & @ SAP File Lifecycle Management « aQ @
FLM WorkCenter {§}
2 NGO N0 PN ] NGO Val N2
@ [ G ) ( \\ ( E_ﬂ | [ /S\?;\\ ( f)\\ ( * |
N2l N NG N A N SN
Intray Draft Cabinet Substitute Shared Sent Tracked
Search aQ =
Status Name Due Date Respond By  Priority Activity Created by Type Received D... Received Time
ESTIMATE Approval
@ 18.09.2019 - Very High N YASH_FLM File creation 19.09.2019 13:54:47 b
BSPTCL/Head Quarter/Patna/O&M/PM/23/2019 Authority
testl Approval Arun
@ 26.09.2019 20.09.2019 Low BSPTCL_HQ_  Letter 19.09.2019 11:49:52 >
Letter/1/134/Project - 1/Marketing/Patna/2019 Authority .

1. After approval of File from all stages file send to initiator.
2. File send to initiator for storage purpose.
3. If you want to move the same file for other purpose you can rotate the file .

38. Search of FLM FILE:

8 < & ..3! P4 SAP File Lifecycle Management - Q
Workcenter %
5 /NS NG gTNe gTNe T N
@ T @ @ =& @) (*)
AN N NG A\ O N N
Intray Draft Cabinet Substitute Shared Sent Tracked
Search Q| =
Status Nameg Due Date Ri i By Priority Activity Created by Type Received D... Received Time

. . 6.2019 - Medium For Records YASH_FLM File creation 26.06.2019 12:29:12
Click search files

706.2019 29.06.2019 Urgent For Records YASH_FLM Draft Note 25.06.2019 08:25:52 >

29.06.2019 - Medium For Records YASH_FLM File creation 25.06.2019 07:32:55 >
iHead Quater/g¥/fa/8/2019

Ti_ Search Files FiLetter
29.06.2019 29.06.2019 Very High Information YASH_FLM3 Letter 24.06.2019 10:08:16 >

—

Search Documents Ptet VI /fatagr/
\jects/Sports/Patna/2019
() Search Daak

= R ¥ FFaTEE EhET

[ Create Q Search
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< Search
Subject File Number Created by Last Changed by
Is o Is ~ Is ~ Is >
BSPTCL/HR/ESSTABLISHMENT/Head Quater/HR. .. [ul
MNumber of Results| 100 A8 Search | | O Clear
|Search |\ a7 =
Name Subject Due Date Created by Created on Priority Processor File Type
BSPTCL/HR/ESSTA
BLISHMENT/Head Flle creation for HR . . . y
Quater/HR/IV/9/201  Establishment 29.06.2019 YASH_FLM 26.06.2019 15:03:05 Medium & File creation
9
Give the file number in File
number Column
a8 < a JU SAP File Lifecycle Management - Q
< Details
BSPTCL/HR/ESSTABLISHMENT/Head Quater/HR/IV/9/2019 Please check the Required -
letters has been attached to
File creation the file or not. Medium
Basic Information Notes & Documents Workflow Attribute History

™y Documents

Ref 2
) 004 YASH_FLM 26.06.2019 16:07:08 eferences (2)

& Office Order/4/6001/Financel/Facilities/Patna/2019

%) 003 YASH_FLM2 26.06.2019 15:58:49
- Uploaded By - YASH_FLM ; Uploaded On - 26.06.2019 16:14:44

© 002 YASH_FLM1 26.06.2019 15:56:58 Subject - Vidya test ; Document Type - File

o o o g

& Letter/7/Flle for HR/HR and Admin/Establishment/Patna/2019
Uploaded By - YASH_FLM ; Uploaded On - 26.06.2019 16:06:39

£ 001 YASH_FLM 26.06.2019 15:08:05
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39. Features of FLM FILE:

g < ady SAP File Lifecfcle Management \ Q
In Tray . If any user sends a file to you, then system -
Workigipdates in ‘In Tray’ section. o
Draft : You create a file, but not yet send to anyone,
AN SN0 .0 A0 N Famst then system updates in ‘Draft’ section.
[ é | :‘ ) E_E ) | 83 | [ B | {‘ * ‘ Cabinet :If user wan?s to ke.ep i’he fllt? in abeyance,
N _/ e S " i then system updates in ‘Cabinet’ section
Intray Cabinet Substitute Shared Sent Tracked
Search Q| 7
Status  Name Due Date Priority Created by Type Created Date Created Time
Operations of 220 kw transformers
@ o o 20,04.2019 Very High YASH_FLM Letter 16.04.2019 124256
Quater/Hr/Critial2//Operations/Marketing/Patna/201
[+]
@ 00.00.0000 0 YASH_FLM File creation 18.04.2019 12291
Aravaind file
@ ) 19.04.2019 High YASH_FLM Letter 17.04.2019 11:35:52
Letter/1U/FO0L/Projects/Facilities/Patnal2019
16.04.2019
17.04.2019 High YASH_FLM Letter 16.04.2019 15:42:58
Letter/10/FO0L/HR and Admin/Facilities/Patna/2019 '
qweqwe
@ MemolL/que/Supply and 17.04.2019 High YASH_FLM Memao 16.04.2019 02:37:33
Distribution/Establishment/Patna/2019

Q Search

27 |Page



Project - SUGAM
FLM User Manual

File Lifecycle Management

40. Features of FLM

g < & »w:‘" SAP File Lifecycle Management Q,

Shared  : Ifjanyuser sends a file fo you through shared mode,
then system updates in ‘Shared’ section.

LG

~ = - 5 = —.Sent ... ""'1:‘ If you send a file to next file processor, then system
I 0 / %5 ' y N / 0 g 5, i 1] a0 ’ .
R o \ &Y Az Updates in ‘Sent’ section.
'-\_El )\ [j ) \&8) EE ) \%es, '_L"[rcc ‘ - If you enabled a track on functionality, then system
- Ty -~ — - - - “ Updates in ‘Tracked’ section.
Intray Drat Cabinet Substitute Shared Sent Tracked
Search Q| =
Status  Name Due Date Priority Activity Processor Processing Since  Type
Test of letter
@ ) ) 04.04.2019 High - - Lettar
Letter/Llyash/Projects/Sports/Patnal2019
. Test of project
@ 06.04.2019 High - - Letter
Letter/2/F001/Projects/Purchase/Patna/201%

HR test

12.04.2019 Medium - - Letter
Letter/1/F001/Operations/Sports/Patna/2019

Test of office note
Office Mote/L/Office 11.04.2019 Medium - - Office Note

note/Finance/Establishment/Patnal2019

Test1ll

ravi test
@ 10.04.2019 Medium . . Letter
Letter/3/ravilHR and Admin/Facilities/Patna/2019

11.04.2019 High = - Letter
Letter/S/RooL/Finance/Facilities/Patna/2019

File Explorer
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41. Daak Process:
42. Click on Daak:
a @ Home Q
FLM GROUP FLM
File Life Cycle I File Life Cycle
Management(File) Management(Daak)
File Intray | Daak Intray
File Ext f Daak Ex
43. Creadtion of Daak:
g2 < & @ SAP File Lifecycle Management ~. Q @
FLM WorkCenter
0 NG s N0 FTNO TN FTINE
I f \ I \ f ,n’) \ I \
@ ‘.\g/l l_\@/.‘ ‘.\LV_—_):J/" "_\.’L‘./.‘ w.\t/_‘u
Intray Draft Cabinet Substitute Sent Tracked
Search . Q =
Please check the Required
Status  Name letters has been attached to tivity Created by Received Date Received Time

[ Create Q Search
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File Lifecycle Management

44. Select the type of Daak:

Select Numbering Type

Search

1 Internal Daak

1 Outside Daak
Please check the Required

letters has been attached to
E] BSPTCL DAAK Plants the file.

=1 HQ Central Receipt

Cancel

45. Selection screen for Daak:

Please input following details

Subject,

Received date,
letter date,
Reference number,
Received mode,
Originally address.

No ok~

Save the screen.
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SAP File Lifecycle Management - Q

Do
~
5

£ Daak

Overview

Created On: | Wed Jun 26 2019, 17:17:47 Enter the Subject

Created By: | YASH_FLM

*Subject: | Approved Letter for information

Enter the required
Received Date: | 29/06/2019 (€3] details.

Letter Date: | 29/06/2019 ®

Reference Number: | Draft Note/1

Received Mode: | Mail

Originally Addressed To CE/SEFAEE\

Save

44. Selection screen for nothing and Daak in Document:

Please input following details

1. Note input and give hyperlink.
2. Aftached the Daak.

3. Save the screen.
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SAP File Lifecycle Management ~-

< Daak
Notes & Documents
Notes Z T Documents
B 7 U S \Vedana 1ipt &,
=== & PLANT/S/HRandAdmin/ITDepartment/2019
= = EE =
Uploaded By - YASH_FLM ; Uploaded On - 26.06.2019 17:45:13 B
Attached daak for reference.

Document Type - Correspondence

#Add To Noting Add New Version
PLANT/9/HRandAdmin/ITDepartment/2019

- Enter the noting details
Private To ~ || Enter Name 5 | | &) Post | | (9 Clear

Enter the Daak
Number
manually.

No data

Save ‘ » Send

47. Selection of workflow Screen:

Input the following screen:

1. Input the workflow id of the desired persons.
2. Save the screen

SAP File Lifecycle Management ~~

< Daak
Workflow
Add New Workflow
Processors Activity Start Date End Date Status
Information Not yet started
: FLM2 Information

Not yet started

Enter the Desired user
id

32| Page



Project - SUGAM
FLM User Manual

File Lifecycle Management

48. Check the Daak sent or not:

STINS v 8 PamY'] NGO Ve 0

(& (@) @ @ @&®)
= = N NE >/

Intray Draft Cabinet Substitute Shared Sent
Search

Status Name Activity

8 Approval Letter for information
PLANT/9/HR in/IT Department/2019

Information

Flle creation for HR Establis|

@ BSPTCL/HR/ESSTABLISHMENT/Head
Quater/HR/IV/9/2019

Finance file

@ Letter/5/12345/Procurement/Facilities/Patna/2019
Draft for HR approval

@ Draft Note/U/fagRATHIG/Head Quater/ET/HR and
Admin/Marketing/Patna/2019
frgrEaTe FE 26,

8 TaER/Tdad/Head Quater/gl/[@/8/2019

Search

Final Signature

Being Processed

SAP File Lifecycle Management

Workcenter

o 5 ’/’_‘ 38
N @ I‘\*/

Tracked

Sent To

S YASH_FLML

o)

Sent On

26.06.2019

26.06.2019

Check the Daak in
sent items or not.

Being Processed &

49. Check the Daak was at which stage in track folder:

STNS S NE TNe N0 STND TN
(& () ®@m @ &) (©
— N N N\ T
Intray Draft Cabinet Substitute Shared Sent
PLANT/9/HR and Admin/IT Department/2019
Status Name Due Date

8 Approval Letter for information
PLANT/9/HR and Admin/IT Department/2019

Create

Q, Search
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SAP File Lifecycle Management .
Workcenter

o

Tracked

Priority Activity

Information

25.06.2019

Processor

Q

Sent Time

14:28:42

12:04:59

09:42:22

07:51:35

07:27:49

Processing Since Type

26.06.2019 14:28:42 BSPTCL DAAK Plants

Check the Daak was
available in frack or

not.

<l



